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Steps Screen

1. Open Microsoft EdgeGoogle Chrome, or Mozilla Firefox
for your internet browser.

You'll link Secure Access Washington (SAW) with Cascades. . e n

Cascades will not work with the Internet Explorer browser.

Information: SAW helps to keep Cascades information secure. For this purpose SAW is an authentication tool designed to authenticate specific
users, not businesses, offices, or groups. Do not attempt to set up a SAW account to be used as a “group” account.

Your SAW account must be registered with your specific personal information and your email address. Be sure to use your legal name and you
personal mailingaddress when setting up this accountDo not allow others to use your SAW account.

2. Register for a SAW account on https://secureaccess.wa.gov

Note: You may already have a SAW account that you use
for a business, licensure, or SharePoint. If you do, you may
use the same Username and Password to log into SAW and

. LOGIN
go to step 6 of this handout. .
Note: if you’re unsure if you have a SAW Account, select PASSWORD
“Check Now” button (top, right corner of screen).
Forgot your username? | Eorgot your password?
9 Select “Sign Up!” ON BEHALF OF

BAVASHINGTO
B STATE
/% AGENCIES
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3. Fillinyour:

l

= =

Legal name.
0 Use your legal name as it would appear on legal

documents such as bank loans, driver’s license
or birth certificate.

0 However, if your legal name is “Rebecca” but
you use “Becky” for most of your bills and legal
documents, then use “Becky.”

0 This information is to locate public record that
can confirm your identity. The questions you’ll
receive in Step 11, come from public record.

0 Once you’ve been authenticated, you can’t edit
your first and last name.

Email address.
0 SAW doesn’t accept an apostrophe in your

SIGN UP!
Not sure If you slready have sn account? m

FIRST NAME

LAST NAME

EMAIL

USERNAME

PASSWORD REQUIREMENTS

Add at least 10 more ch

[
PASSWORD

CONFIRM PASSWORD

Email Address Tips
The email address entered in this field:

9 Needs to be a permanent email
account.

9 Can be a personal or business
email address as long as you
have access to the email account
from inside the office. An email is

name, such as O’Donell, please call Cascades
Support.

Username (name you’ll use to log into SAW).
Password.

Write down or remember your Username and
Passwordhint.

Check the box for “I’'m not a robot” (reCAPTCHA) and
pass the challenge.

NOTEThe challenge pictures may come up several
times before you pass.

Select “Submit.”

sent to this address to activate
SAW.

9 Only letters, spaces and hyphens
are allowed for names.

Email address:

Username:

Password hint:
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4. Close the “Sign Up!” message and check your email for

X
message from secureaccess@cts.wa.gov with a subject of SIGN UP!
“SecureAccess Washington: Welcome to SecureAccess ‘ 4

. ” e Not sure if you already have an account?
Washington.
CHECK YOUR EMAIL
NOTEIf you don't recelve an emall; CheCk your Junk mail An activation link has been sent to your email. You must click the link to activate your account before you can login.

box.
SecureAccess Washington : Welcome to SecureAccess Washington

1 Click the link to activate your account. O secureaccess@cts wagon
oEN———

You are akmost frashed. Margarer

Thank you for Sgning up with Secure ACCRSS Washngton
EUmEEE—— ]
To actwate your account, please chck: DIRS/ IR SROX ORI WA ZUPRb b San e, TegCanhim. ool s : 134 Susend * maosiand

5 OF ConCenm 3bOut YOUr SeCUPACCRSS Wathington account please viut NEpL/ Nes: Secuy

Thank you
The Sedure Access Washington Team

Thit & 40 3Ut0Mmated metsage sent by the Securedrcess Washington CUSTOMER TEST emvwonment, THIS 15 NOT PRODUCTION

Log® 2% IR /el SaCuIRacCess mACRY
f yOu require asustance. plesse leave s 3 oote a¢ DI/ T3] SO0 acCrs Wi o/ Pt San/pub/Melp.O

5. Account activated.

% S X
' Click on “Login.” 4 SIGN UP!
Not sure if you already have an account?

ACCOUNT ACTIVATED!

Your account is activated and you can now login.
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6. Login to SAW using the Username and Password you
1 you are having difficulty logging into your Unemployment eServices sccount,
Created. please call Employment Security Department at 855-682-0785.

I Select “Submit.”

7. Select “Add a New Service” to gain access to Cascades.

GOOD MORNING!

What can we help you access today?
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8. Select “I have been given a code.”
Sad)  GOOD MORNING!
9 You can get this code from the Coordinator or Cascades : What can we help you access today?
Support. & <
1 You’ll only need to enter this code once Fseqek 3 G5 65 G0 3
f The code links Cascades to your SAW account. ADD A NEW SERVICE
o
R —
@ M|
eV

9. Enter Cascades Service Code.
9 Select “Submit.” GOOD MORNING!

What can we help you access today?

NOTEDnce you select “Submit” it could take a few

minutes to process; be patient. .

ADD A NEW SERVICE

1 wousd like 1o browse alist
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10. Fill in the Identity Verificationfields:
Legal name(auto populates from Step 3).

Mailing address
9 Use a mailing address where you receive personal
bills.

f It canbe a P.O Box if that’s where you receive mail.

NOTE:
9 This information is used only once to authenticate.
0 The information isn’t stored.

The computer may take a while before you’re moved
onto the next step; be patient.

IDENTITY VERIFICATION

Yot putlic (e stae of or 53000 the Gata). These Qeestons could be 3bout thss 106 have wIad, Oc 105
0 st with 35 answet these Guestions, j0u My (gues] Eiseion 10 145 04n shep. This choe ey delay sccess Lo your service. Recuests 10 bypess s
‘Service Who may 164Ch 6ut 6 y0u 10 ey you Once verfied. you witi e for this service

ADORESS
s 20 pupose

ofher Dhan s tramsaction.

STREET ADDRESS

oy

If you choose to

| “Edit your name” do
it now; it can’t be
edited after you
have been
authenticated.

ACCOUNT *

PROFILE PASSWORD DELETE HELP

MANAGE YOUR PROFILE

USERNAME

L ]
FIRST AND LAST NAME

EMAIL

UPDATE

June 2023
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11. You'll receive a series of questions to verify your identity.

The Identity Verification is an internet security tool. It works to
authenticate the identity of the user by asking questions that
match existing public record information with the name and
address you provided. This information could be from years
ago; it might catch you by surprise.

Keep these TIPSn mind for successfully passing MFA:

I The questions may include any information of public
record.

 You may have to select a former address, especially if
your address has changed recently (within the past 1-2
years) to get the right questions that pertain to your
identity.

NOTE Your answers aren’t stored.

You aren’t notified if you
however , you’ | | be advanced t

IDENTITY VERIFICATION QUESTION

PR R 10 S R

v
T
Mt busim

SANMPREE ONLY
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11a. Occasionally a user may fail this identify verification
process. The screen to the right will display.

From this screen click on the “Request permission to skip this
step” link and immediately call Cascades Support.

IDENTITY VERIFICATION FAILED

1. Verify 1hat-is your full legal name. Edit your profile if
necessary.

2. Make sure you are entering a valid address. The best address to use is
the location where you receive bills or bank statements.

3. Try again.

What if it still does not work?

2. Request permission to skip this step. 7hese requests are reviewed
manually by the application owner, which may cause longer than normal
wait times for access to this service.

12. Begin Multi-Factor (MFA) to add MFA to your account.
M Select “Begin.”

SAFETY FIRST!

This service requires MFA.

13. Multi-Factor Authentication
 Add the requested information:
0 Email, business or personal (you must have
access to the email when using Cascades).

June 2023
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0 Phone number (you must have access, a direct
line) when using Cascades.
0 Texting.

NOTETwo email addresses and 2 phone numbers can
be entered, however, only one of each is required.

{ Select “Next.”

SAFETY FIRST!

This service requires MFA.

Washingion

MULTI-FACTOR AUTHENTICATION (MFA)

Multi-Factor Authentication adds an extra layer of security to your account

ADD EMAILS

Enter the email addresses that you would like us to send verification
codes when we need to make additional security checks.
+ Requires an additional check beyond userame and passward

- Helps prevent identity theft and fraud
- I an Office of the Chief Information fficer (0C10) requirement for L J
P e i "
P h

! OPTIONAL

[ )
(e=m)

PRIMARY (REQUIRED)

This service requires MFA.

MWaehington

ADD PHONES

MULTI-FACTOR AUTHENTICATION (MFA)
Multi-Factor Authentication adds an exira layer of security o your account. Enter the phone numbers you would like us to use for additional
security checks. When thase occur, you will be able to choose
between text messages of an automated call if you prefer to use a
number that doesn' receive texts.

+ Requires an additional check beyond usemame and password
+ Helps prevent identity theft and fraud

+ Is an Office of the Chief Informatian Officer (OCID) requirement for PRIMARY PHONE
icati i l" ifiable i i (P}

10 DIGIT NUMBER

OPTIONAL PHONE
10 DIGIT NUMBER
( )
EXTENSION (I]PT \DMAL)
| )

(=)
Sse——rr
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14. You’ll be asked:
“Would you like us to add this computer to our list of R SAFETY FIRST!
known devices?” 2\ This service requires MFA.
M Select “Yes.” X
3 €D €D €3
NOTEEven though you selected “Yes”, you'll still randomly sesiipsiasibihons g s ool
be required to answer MFA questions about yourself in the -
future.

{ Select “Submit.”

15. Registration Under Review
When your registration is reviewed, you’ll receive this
notification.
9 Select “OK.” REGISTRATION COMPLETE

This service has been added to your list and is ready for you to start

{ Close the browser. @

You may receive this screen.

. GOOD MORNING! .
Do notuse this screen to Whsccanwelilyon oS Congratulations , you now have a SAW  account!

access Cascades the very
first time.

Close the browser
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16. Before using Cascades, always change the text size to
100%. This provides full functionality in Cascades. e

Right click anywhere on the desktop. '

Go to Display (left side of screen).

Go to Change the size of text, apps and other items.

Click on the bar, move to the left till at 100%.

Select apply.

Customize your display

= =4 -4 -8 -

@ 2 1 600 ® 0 1
H
A i

Note: Changing the size allows full functionality in @ s
Cascades. Once you get into Cascades, you can enlarge the
screen by using the slider located at the bottom right side
of the screen.

17. Now that you are registered with SAW select the Cascades

. MW
icon on your desktop. | c I

18. The following fields must matchthe way they are in
Cascades. @ coscades xr wiccom
A person with a Clinic Administrative role (Coordinator) can
access the staff person’s Cascades User Account. — e

Cascades User Registration

NOTEA User Account for the staff person must exist in e
Cascades for this step.
9 Enter the “Username” exactly as seen in the Cascades
User ID (in User Account). If a staff person was active in the LMS before October 22, 2018, their User
Note: This Username is used to link namemay be thefirst initial, x, last name
Cascades to SAW. Example:User name for Jane Doe: JxDoe
9 Add your first name as it exists in Cascades User
Account.
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9 Add your last name as it exists in Cascades User

Account.
 Select Submit.

19. Select Run on the Application Run screen. You're now ,
linking to Cascades O —

By
Are you sure you want to run this application? sﬁl )
’ Name:
NOTEYou’ll only need to do this the first time you use
over the string below to see the full domain):
.
Cascades. :
U“nknuwn- Publisher
Run Don't Run [ Cascades
Q i Cascades
While applications from the Internet can be useful, they can potentially harm your computer, If ‘ Verifying Application Requirements
you do not trust the source, do not run this software. More Information...
Bytes already downloaded:

Total bytes:

Cancel

Best practice Loginto Cascades on each computer you use regularly.

Next timeyou access Cascades:
9 Select the “C” icon on the desktop. 1 W\ 2 WELCOME

to your login for Washington state.

Y You’'re redirected to SAW.
1 Loginto your SAW account. B Fraleslas)
' You may be prompted to request a code by email, text LOGIN ON BEHALF OF

or Ca”. ::" ”:“' Washington State Department of
Enter the code you receive from SAW. — ’Health

Cascades opens.

= =
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SAFETY FIRST!

‘This service requires MEA.

SAFETY FIRST!

This service requires MFA.

MULTIFACTOR AUTHENTICATION (MFA) CHOOSE YOUR MFA METHOD

Bttt drbaribes s s b e g s

Cascades InactivityAfter 20 minutes of inactivityin Cascades,
the user will receive a “Application timeout warning”.

You can say “OK” or use select the “C” icon and complete log
on steps above. i

!} Due to inactivity, your session will time out in 5 minutes if there is no additional activity. Any unsaved changes will be lost
.

-

=3

oK

This institution is an equal opportunity provider.
Washington WIC does not discriminate.

To request this document in another format, call 1-800-841-1410. Deaf or hard of hearing customers,
please call 711 (Washington Relay) or email WIC@doh.wa.gov

DOH 961-1178 June 2023
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